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VACANCY ANNOUNCEMENT Closing Date 13 Oct 15
#17H:
Date of Issue 30Sep15

LRRHA Job e ( F# Crade 6 /EEFHMK LD 3) SEAH | AFE B Area of Consideration
o | KB MLCIHAREE (HBER)

Recruitment Current MLC/IHA Employee within Activity

Management Analyst, #119 1. (X1 ] MLC/IHA it X B (R EEM)

(%Iiﬁ*ﬁ'm) Current MLC/IHA Employee in commuting distance
Acceptable trainee level ((RFATTRERF LVF#R): 1-5 14 . X IHMLCIHARXE (£ B XKE)
Current MLC/IHA Employee Japan Wide
EEXER (] Hee®R LI RE®R LI EER IV. ] #+&B Off Base Applicant
Administrative  Blue Collar Trade Security Medical

2.ERBX Activity
Commander U.S. Naval Forces, Japan

Total Force Manpower and Personnel Office (N1) 5. DS Type of Employment
Foreign Labor Office (N10) X MLC

_ L] IHA LIHPT
B 3515 Fr Working Place: #78%  HET Tomari-cho, Yokosuka X & Permanent
3. ENFEEFR work Schedule (3B_40 BRI hrww) [ BR3E Limited Term (__» A Months)

&7 H Work Days: Monday thru Friday AFER - €I&R
7SR - /KB Work Hours/Recess Period: 08:00 - 16:45/12:00 - 12:45
L] % &) Night Shift X] 5 % Overtime X 3k Business Travel

6. #EMNZ Duties
See attached Task List.

7.EBEH. BAEEH Qualification/Physical Requirements

a. One year of specialized technical or administrative work experience equivalent at 1-5 level in the related work, OR possession of
Master’s degree in a related field may qualify him/her at 1-6 level.

b. Knowledge of policies, regulations, and procedures pertaining to MLC/IHA personnel management and knowledge of Japanese
labor regulations, laws, etc.

c¢. Knowledge and ability to gather, research, and analyze data and/or information to evaluate position management legitimacy.

d. Advanced skill in operating computer application Microsoft Access, and skill in operating other computer applications such as
Excel, PowerPoint, Word, Adobe Acrobat, etc.

e. Ability to monitor and analyze labor budget execution, reconcile and correct labor cost computations, and exercise cost analysis
techniques relative to GOJ Labor Cost Sharing.

f. Ability to develop and maintain an MS Access database and to analyze personnel and wage data.

g. Ability to simultaneously interpret and translate oral or written statements including technical nature from English into Japanese
or vice versa.

h. Ability to speak, read and write English at fluent proficiency level (LD-3).

i. Ability to speak, read and write Japanese at native language level.

* An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as
below.

1-5: a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR completion
of 4-year college/university in a related field may qualify him/her at 1-5 level.

* Handicapped applicants may be accepted, depending on the degree and kind of disability.

FEE H7 English Language Proficiency :  [_|WAZE7E L None [_|#)#R& Basic |5 #% intermediate [X]_E#& Advanced [ 4FER D HE

Exceptional

%2 FE Educational Background : 7/8 ¥ S B8 See | fREFAE1E T B License/Certificate Required : 7/8 &5 H& See blocks 7 & 8
blocks 7 & 8




BRI
8.42HtH 9 %+ M Application and Associated Documents Working
Condition

*[X] 22 R I35 F#E Application for Vacancy Announcement

*[X] PR #EEEE Resume of Specialized Work Experience

*MEEAIL Complete * in [ BAFE T Japanese [X] #EET English [] &5 5 T4 Either

X REFENEBRBETHELTLDAE. [HRCEATIERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] EExu I DS L Copy of Driver's License

L& TEESIBAZDE L Copy of Certificate

X EEDOREAFEAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 HUIFZAM L. WEEDEESRS T KA ZE UV IR{EAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BAREELUND AL, BB H— FRU/NRFKR— ~EZED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EEERH% Office to Submit

REEEE (FHMLC/IHAREEER) LABEEE GERER) TR, TEEHRRHEN EVET., LELEREYE
HEEXDFELVE, SERHELTT SV, BEMHUBLE. Office to submit job application documents is
different for Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application
documents to the right office. Applications must be received by the closing date of the Vacancy Announcement.

GCEE) LREEE4BD “‘BEHE" KB MLCIHARERBEDADIFEE . NEBEESE GEEXR) hoOLHEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABRHEE (B MLC/IHAfEXR) RHE CRiBEBRAREMBRAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
ME)EHEBEE AT 1 &Hih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEERAEEMEIMEFAEBT1E. BAANZRELHRETROTOERICASBLESERD EFLCHRETE] NRE
LTHYFET., EHFHIOB600KLY.,. FROB00KFETIDHENDICEEHDRENAETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is
installed to the wall immediately below the JN Vacancy Announcement Bulletin Board (1* fl.) in the office located on the left
side of the main gate to the Yokosuka Navy Base.

2. NEBREE EREER) RHEE Off Base Applicants must submit to:

T238-0011 T238-0011

ME)NEEABETRIER 1-6 FEEL 4R Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EEFBHEFTHEEEREEAEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

BEEE S Phone 046-828-6959

2R - AIE—EBE. 0830-1730 K (AADERZEMKR<). EREFHFOCEREILLIIEELELET S,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFEAEH For Official Use

FEAEIRIE Y Activity POC:  CNRJ Manpower Management Office (N11) FE (DSN) 243-3158
] . - —_— HRO: (rcvd: 9/24)
PD No.: CNRJ-N10-010 PD is accurate and current. Certified by Activity: hy (9/24/15) au 9/28 j09/29

SHEEEZHREZ L TWEWMEE EEORRICHEY £ A, Incomplete applications will not be considered.
RHESNEIEEEMHEIEHIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BAER{E#EIZDOLT

AUTHORITY' Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

EE RETTEERS 10450,9397 ; RO BAE - EANFRORECET 5:EF (Fr1 5EXFEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FHH: NFDLd, 2, UEORELAEBXREOEXBOXTEENE LT, BEAERELRT 54,

R ERIEIETFER. L LJIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAEM: FEMOERILELR., B CERGCENEREZHNT 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

EHRET. EAEROFTIERETIA. BRSNLFERERME LGN SHE. TOROFREOYHIT. Bh. H5HULIEHH
ERBENHYET,

Format Rev: 5-30-14

Management Analyst Task List

General:

Serves as assistant to the Foreign Labor Officer (FLO) and the FLO staff in providing technical and analytical support such as
study, research, analysis, coordination, generating reports, etc. that are related to various labor matters handled by FLO.

Major Duties and Responsibilities:

1. Assists the Foreign Labor Officer and MLC Labor Economist in the study, research, analysis, etc. of complex labor issues,
and advises on updates to the Japan Labor Law, U.S. safety and medical regulations, etc. applicable to all MLC/IHA
positions/employees hired by Navy serviced commands throughout Japan. Assists in conducting position management studies
and analyses of the impacts of activity-proposed labor actions and problems, to research and recommend solutions or
improvements to the Foreign Labor Officer/MLC Labor Economist. (25%)

2. Advises the Procedures and Compensation Panel (PCP) representative on less-complex MLC/IHA personnel programs such
as the Incentive Awards and Uniform and Protective Clothing programs. Advises on Incentive Awards policies and
administrative procedures. Coordinates necessary changes to the programs with HRO and/or Navy-serviced commands
involved. Also takes responsibilities to coordinate with other service components on establishment of new and revised USFJ
forms for MLC/IHA employees. (10%)

3. Assists the senior MLC Management Analyst in charge of Navy’s $450 million/year Labor Cost Sharing (LCS) allocation,
shortfall calculation, and end of-year reconciliation calculation. Ensures accuracy of Government of Japan (GOJ)’s Quarterly
LCS Budget Execution Report generated by MOD, which includes total wages and retirement costs for Navy and Navy-
serviced DoD and non-DoD activities. Reviews such GOJ reports for errors and seeks out accurate information from the IAA
database system and supplemental reports in order to make recommendations for necessary corrections to be made. The
incumbent independently establishes the JN labor cost database and monitors the LCS expenditures (by basic items and
different allowances paid to employees) among the activities serviced by Navy; and provides cost analyses as necessary. (35%)

4. Serves as interpreter to the Foreign Labor Officer at discussions, meetings, conferences, receptions and other events that
periodically take place with Government of Japan officials such as Regional Defense Bureau (RDB), Regional Defense Office
(RDO), or Independent Administrative Agency Labor Management Organizations, etc. Translates various labor/legal
documents as necessary, such as court documents, Japanese or US laws, technical instructions, manuals, etc. between Japanese
and English using specialized subject matter terminology. Translated product is normally reviewed and fine-tuned by the SME
in the office for anything that is released for official use. (15%)

5. Designs the MS Access database to maintain the MLC/IHA personnel data provided by IAA in an accurate and timely
manner, which requires advanced skill and knowledge of the software. Prepares documents associated with personnel data
submitted to GOJ components that are required when such movement takes place as functional transfer, organization
name/code change, regionalization, etc. (10%)

6. Performs other related or incidental duties as assigned. (5%)




